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I . PURPOSE: 

in order to handle shortpaid Egress Mail correctly, the 
following process has been established. 



II. 



PROCEDURES /RESPONSIBILITIES : 



I^ps by or ad Seler e stamps,, « to 
contact the mailer and correct the J^ficiencyprior the 
dispatch. If the mailer cannot immediately correct the 
deficiency, the following must be done: 

1 The acceptance clerk will stamp "POSTAGE DUE" and 
the amount on the Finance copy, and the customer 
Receipt copy, as appropriate; 

2. The acceptance cleric will dispatch the Express Mail 
item; ^ W t*p"^ <^*V 

receipt is returned. The carrier will , col Jf^ e ™ v 
deficient postage and fees. (The origin office may 
choose^o "send g a letter of -^^JSSr^S 
the deficient postage and fees to the cu Corner in 
lieu of the carrier collecting it. sam ]_* 
aSached ) The EMRS will calculate/record proper 
E^reX Mail postage using label type, origin and 
destination ZIP codes and weight for each item. 
This is done at the time that the label information 
is entered into the EMRS. 



6.<et-ta«t fr-AVlcW) ^(WV**, S^WV 



EXHIBIT 
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Exoress Mail Corporate Account/ Federal Gov't Account - If 
a^uSomer »ailTan item, paying by either Egress Mail 
Corporate Account or Federal Government postage ^and fees 
paid indicia, and incorrectly writes in the P^^^do 
not mark the customer receipt "Postage Due" . The EMRS 
will calculate/record proper Express Mail P osta f« us ; n ? 
label type, origin and destination ZIP Code and weight 
for^eacHtem. *Thi S will be done at t*e ^ime that the 
label information is entered into the EKRS. T&e 
appropriate account will then be debited. 

Exnress Mail Custom Designed Service - If any Custom 
^signed Express Mail item is found to have ^« lc ^n 
postage affLed or tne weigbt 
the postage has been paid by adhesive [including 
stamps] or meter stamps), an attempt must ^ be made to 
contact the mailer and correct th« ^l^P^^Z r j£ 
dispatch. If the mailer cannot immediately correct the 
deficiency, the following must be done: 

1 The acceptance clerk will verify the weight entered 
on Form 5625 by the customer. If weight is 
IncoSSt, the clerk will circle the figure and 
enter the correct weight on the Form "2S. iter 
collection of deficient prepaid Custom ^igned 
articles, follow instructions m II. A. 3 . of tnis 
instruction . 

2 The acceptance clerk will promptly dispatch the 
Spree* Hail item after verification/correction. 

3. The EMRS data entry clerk will enter the oaamc^ 
weight and the applied / Postage and fees 
EMRS The EMRS over /under payment report wixx 
indicate the amount of the postage shortpaid. 

Undelivered Kxpress Mail shipments For jj££P^£ 
items undeliverable for any reason, return to sender ana 
deliver on payment of the deficient postage (if this has 
™t Ilreadv ieen done) . Returned Express Mail items 
which" lo not bTi a return address will be disposed of in 
accordance with DMM F010.8.1. See DMM P011.1.2 for 
nonpayment procedures. 
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E. 



Mailable Matter Not Bearing Postage Found in the Mail 
?or nonpoS^ Bail found iivthe Postal Service «£l£txon 
boxes or other reoeptable or mailing areas, refer to DMH 
P011. 1.4. 

Refer to DM 201.132 (insufficient prepayment). 



ACTING MANAGER CUSTOMER SERVICE SUPPORT 

SAN ANTONIO DISTRICT 

89 3 O FOORWINDS DE. STE 103 

SAN ANTONIO TX 78284-9996 



UNITES STATES POSTAL SERVICE 
SAN ANTONIO DISTRICT 



DATE 

Dear 

This notice is to inform you that you have mailed Express Mail item 
• with insufficient postage. 

The correct postage = . . 

The postage paid = . 

The postage due = 

Please return a meter strip, stamps, or check for the amount of postage due, with 
this letter, and return in the envelope provided. Please do not send cash. 

Your Express Mail was not delayed due to the lack of postage, please do not 
delay your postage due payment If you have any questions concerning this 
Express Mail item, please contact our office at — _ 

Thank you for choosing Express Mail. 
Name 

Customer Service Manager 
Enclosures 



